e DeANU Hae PeTH e

P — ey e

( o

APPLICATION FOR nr:'conDs RETENTION SCHEDULE DERARTHMENT OF ARGHIVES AN HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76~AM=1 for instructions on oomplettru'; this form. Forward signed original to
Department of Archives and History, Records Management Dwision. 330 Capitol Avenue, Atianta, Goorgu, 30334,
Atmention: Scheduling Section. . :

FORA AGENCY USE - 11, Agency Address T , FOR RECORDS MANAGEMENT USE

- - 1 Department of Human Resources ' Application Number
Amnmio# pere . State and Local Coordination L "’G - \174- g
July 12, 1977 Special Administrative Services Unit . e
Aspiication Number 47 Trinity Avenue, Rm. 403— - | Deve Aeceived ?prm
DHR—ISS - Atlanta, Georgia o 90 18 1977 [ L 238 1977 J
[2. Person to Contact R o Wofking Title Telephone Number
: Eugene Owen : c ' : Director . 656-4421
[3. Action Requerted '
8. (O Estabusn Retention dedulo record will continue to accurnulate.
5. (I Dispose of prmnt accumulation; no further aowmulmon anticipated. .
‘Amend A ion : o; O Supercede; U Void
4. Datas of Series : 5. Racords Saries Title (fallowed by title used in office; if diffannt)
Earliest - Latest
1970 ' _ [ Present Spec1a1 Adnumstratlve Serv1ces Dlrector s Sub;ect Files
8. Division snd Offics Function What is the function of tho Dimlon and the Offace in which this record series is matnd?

JA&ssociation; and the Munlcipa’l Association, In addition, this office is respons;.ble for the
lcoordination of activities relating to rules and regulations that require Board approval of

Yworking with the Office of Planning and Budget maintaining a system for tracklng .Zeglslatzon
| that affects the Department. :

1receive appeals on initial eligibility decisions and to hold fair hearings on the same.

The Office of State and Local Affairs has the responsibility of coor_o_hnatlng the activities
of the Department with the State Legislature; the Attorney General; the County Commissioners’

formal hearing; the coordination of the Department's efforts in providing disaster relief and

Spec.1a1 Administrative Servzces Unit is respons.1b1e for adnu.nlsterlng a concentrated program
of special administrative services; investigate and refer fraud cases to the countiés; to

(See attached sheet)

7 Record Series Dna'uption " This file contains the following documents (Includa form numbers cnd rrrles it anyl
- Attach samples of the file,

Docun'nnu relating to: ali areas of Interest and responSJblllty of the Dlrector of Special
‘ Admlnistratlve Serv1ces. :

_Induded srs: correspondence reports, studies, memos concerning policy and procedure for

units within the Special Administrative Section, legislative and budget material, communi-
cations with state and federal OfflClalS and other documents relating to the functional .
“areas of the Section. :

Lra

‘ _Fili is aranged: chronologically by year, thereunder, §1phabe_tically by subject. 7; =

8. Monthly Reference Rate. = - Hqw often ara records referred to which are:
One to six months oid 10 Sevnn ] mlw months old 10 . Thlrtnn to twenty- -four months old 5. ¥
tmnthiu rnontha and oider .._.2..._... i : .

9. Annusl Rate of Acwmgladon of Flamrds
\ktmr-sizt drawers Logll-sm duwers

\_‘L\

; Shalves

 Other {pécff;J
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s Iﬂ-m”:_ _Il_":_u‘ = o " { qw-sun)

Y§8 | NO 10. M;mmini {glaa an X" in the proper column) =z
. Is this the official copy of the saries? .
£ lfmt.m_m_:? - :
X b, Dou the uﬂu contam conﬂdential mformat:on nquirmg sacurity handlmg? If yas, cite law or requilation. -
4 c._ls this a vital record?
X Lgou this serias have historical or long term research vnlue?
: ¢. When one or two documents in the file maka it necossary to knp thc entire file for a long penod could theu
e ‘
X f H i- 43 T PRI B
| g lsthe lm‘ mation eontaincd in this saries ever analyzed and/or rocorded in a summarized report?
X i ch cooy,
h. I3 thers a duplication of this saries in your office, or in wothor office or agency?
X if ves. where? Other affiliated officers
X 1 _.i. lsthis series for » majar portiop of it) requlacly microfilmed?
X_ 1 L Dossthe recard saries rasult in a comouter orintout? -
11. Retention Requirements - The foilowing requires the series to be kept:
8. Stats Law e yen. . d. Auditperied - years.
.- b, Statute of limitation e — . Years, ~ e. Administrative nesd years.
¢. Federal law T e —Years. f. Faderal retention instructions years,
Attich copy or excert of laws or ‘n'qulartibm. E_aiplaini&rn_inimative need.
12.- Approved Disposition Inmcﬂom Thn agnncy recommends that the file series be cut ofr at the end of oach o
) ' R E s Caicndar Yeur; O Fucal Yur O Other o : ~then,
& Hald in the current files dres . _manth{s) __-...._i.___.-vear(s). then
@O Transter to local holding area; hold __..._.._.....vearts} then
- @ Transfer to State Rocords Centu' hold vur(sl then
@ Oestroy. - a
8 Transfer to State Ard'um for p«manent rltantion
(] Othlr ISacc/ﬁfl '
V . . . . I | ]l
Thess instructions spply to all prior and future accumulations of the series.
- Date Records Managemant Officee (Signature) Date
220171 WA Wedn U 1-5-77
L o R . Suats Records Committes (Signaturs) Date
graoh 18 are spproved. _ State Auditor/Designee -Nn
{If disspproved, attach letter ' ‘
of explanation,) ~ S«nu%u/b«ign« @ ara l . 7’—-2,9‘..77
: § Co '
Attorney Ge!'mallbosigneo ////J/ //(/{’,{/ - Ir 77
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Department of Human Resources Page 3
State and Local Coordination

Special Administrative Services Unit

47 Trinity Avenue, Rm. 403-S

Atlanta, Georgia !

#6 continued

To provide hearings on final appeals as the ultimate step in Agency administrative
review, to coordinate and expedite relationships with the Office of the Attorney
General and to Coordinate the preparation, introduction and passage of DHR's
Annual Legislative Package, to provide general informational legal services to

the Department.
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.o=tial Administrative Services Director's Subject Files

cumanis relatlng to all areas of interest
e=d responsibility of the Dpirector of
=2ci

t: al iAdministrative Services.

Inzlvfed are correspondence reports, studies,
xemos concerning policy and procedure for
vnizs within the Special Administrative

L17]
U

jon, legislative and budget material,
:nications with state and federal
‘cals and other documents relating-

[ IR}

il
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.‘1 i

o the functional areas of the Section.
Tile is arranged chronologically by year,
tﬁere under alphubetlcally by Subject.
D=7t - -
Faﬁuorj. for The Blind Admlnlstratlve Support Files

oy

cio=2nis reTa ing ‘to maintenance of
=iaistrative support documents for the
tcry for the Bllnd Program before
sanization of State Government in 1972.
luded are correspondence, reports,
—=~0s concerning policy and procedure for’
the Factory for the Blind Units, budget
mecerial and similar and related documents.
Fiies are arranged alphabetically by

subject.
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Cut-off file at the end of the
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Retire to State Archives.

Please note: This is one-time
disposition standard. State Archiv
Personnel have requested that this
file series {1 drawer eccumulation)
be retired to State Archives.
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